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LEGAL ISSUES
Major United States Federal Laws and Regulations Related to HRM (1963-2005)

‘Employers must ensure that the organization itself and all employees in an organization actin accordance with federal aws and regulations.
‘While many important U.S. federsl lass and regulations exist, the following defineates a few of them:

pa | T2 EGUA Py Act ot icriminaion base upon gender it paymentof wagsand finge benets ot equl work
Ut Py At s ruiin equt s effr, an esponsvittyvic e pesormed ader sl vorking condions. Pay
iffereaces can be based on seoriy, meri, or production quota.
ot g | T2 486ma lation outavia Gcrimination besed o rac,coler, cred, o Satiol o i the il Rights Actof
s | 196+ Those acuviies coveced mctucing irin. pomotions,asgAmEnts, Sighne perToance, Apraial. and sl otaer
condiions,beaefts, or privieges of employment.
A
Discrimination | The Age Diserimization in Employment Act (ADEA) provides protection fo persoas who ace age 40 o7 ove. It doss a0t
in | probitit nowever, all Giscrimination on the bass of age, uch a5 maXmUM entey leve age for niil appoiatment 5 12w
‘Eumplopment | enforcement offces or 3 bona 8de occupations! quaification.
Act(ADEA)
Occupationat
SEE | rpanizations must provide nonhazasdons working condition
Heatt Act
(osHA)
Eapioges
Reticment 5 e minimum standards for most
S| The Empiopes Resrment ncome Security A of 1974 (ERISA) i 2 federat a it s o
Secuy act |t stabishe pensionsnd esltsplans i private adusty t provideprtecon for individual  these plas
(ER1sa)
The Pregnancy Discrimination Act s &n amendment to Tie VIL f the Civi Rights Actof 1964, Discrismation oa the
PRSI | e of pregaancy, cildbict, o related medical conditons consttutes ualavl sex dscrimination uader Tile VL.
HCEIEAESOR | Wommen afectd b pregnancy o rltedcondiions sk b eated i the s manaes 2 i aplicats o emplogees
with sl sbiities of mitations.
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Retirement | This Act prohibits forced retitement of employess under 70.
act
Consolitated. | The Consolidated Omaibus Budget Reconciiation Act (COBRA) gives workers and their families who fose their health
Omibus | benefts the right to choose to contiaue group health benefits provided by thei group health plan for mited periods of
Budget | time under certain circumstances such as votuatary of invotuntary job 1055, reduction i the hous worked, ransition.
‘Reconcitiaion | between jobs, death, divorce, and other ifs events. Quatified individuals may be required fo pay the entite premium for
Act (COBRA) | coverage up to 102 pescent of the cost of the plaa.
sion | Under IRCA. emplosers may ice oaly persons who may legall work n the US.—citizens aad astionals ofth US. The
fmmie s | cmplover mustveity the identiy and employment eigbilty of anyons to be hired, which inciudes complting the
Controt act | ErPloyment Etigivitty Verifation Form (19). Employers must keep each 19 on e for tleastthree yeass o one year
after emptopment eads, whichever i longer
Worker
Adustment | WARN offes protection o workers, thei families and communities by requiring employers to provide notice 60 days
and Retraining | advance of covered plast closings and covered mass fayoffs. This notice must be provided o either affcted workers or their
Notification | sepresentatives (e.2. & labor union), o the State dislocated worker uait.and to the appropriate unit of local goverament.
act
Americans | ADAis a federal faw that forbids discrimination in the Workplace agaiast persons who are dsabled. Employers who have
with | 15 or more employees, along with all State and Local Governments e afected. Individuals with a disability, indiiduals
Disabifiies | with istory of a disability, and people regarded as having a disabiity are covered. A qualiied individual i defined 2s an
Act (ADA), | individual who, with of without reasonable accomMOation, can perform the essential fiactions of the employment
1990 | positions that such individuals hotd or desire
it Righes | T PAEPOSe OF 3 3w 1 amead the Civi Righis Actof 1964 10 ssengien and mprove Federa i rights w5 0
etor togr | Peovite fordamages in cases o intentionsl emplopment discrimination, and o clarfy proisions regading disparate
impact actions.
‘Covered emplogers must graat an efigible employee p o & total of 12 weeks of unpaid Ieave during any 12month period
Family & | or one or more of the folowing reasoas: (1) for the birth aad case of the aewborn child of the employee: (2) for placement.
Medicat Leave | with the employee of a 5on or daughter for adoption of oster are; (3) to care fo an immediate family member (spouse,
Act | i, or parent) with a serious health conditon; (4) 0 take medical feave when the employee is unable o work because of
aserious health condition.
‘The Act covers a who range of governance ssues— many covering the fypes of trade that are alloved withia 2 compasy.
Sucbenes ey | 5 2 TP upon eeping veyihing aboveboasd. o example, he Act ofidsperosalloas 0 ofces aad
o | irectos. Former WoridCom boss Besaie Eobers nad aken consideabl lozas fom i compaay shorty beors i became

the center of  corporate seandal. Other measures regalate the responsibilies of audit commitiees sent in to check the
‘heaith of companies” compfiance. The Act also offers protection to whisteblorers

The Equal Employment Opportusity Commission (EEOC) is responsible for enforcing anti discrimination laws and “provides  page 207
ersight and coordination of ll federal equal employment opportunity regulations, practces and policies”1® -
The EEOC has five commissioners and a General Couasel appoiated by the Presideat of the United States and confirmed by the Senate. The
ive merber Comaaission makes equal employment opportusity policy and approves most Sarbanes-Onley Act itgation. The General
Counsel is responsible for conducting EEOC enforcement iigation uader Title VI of the Civil Rshts Act of 1964, the Equal Pay Act,the
Age Discrimination in Employment Act, end the Americans with Disabiltes Act.
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Best Practices

‘Esmployers can take proactive measures that will reduce the fikelihood of violations of Equal Employment Opportunity (EEO) policies.
‘Oganizations should develop & strong EEO policy that i embraced by top management, but allfevels of employees should be trained on
EEO policies and held accountable for implementation and practice. All hiring and promotions should be done with regard to the
organization'’s EEO policies. Businesses should pofice themselves, ensuring that cusrent employment practices do ot violate any individual's

right to equal employment. Finally, the business should make known 10 all employees all promotion eriteria and job openings *
STRATEGIC HUMAN RESOURCE PLANNING PROCESS

Strategic buman resources planing is the process of estabfihing programs or procedures to implement HR strategies. To be effctive, any.
strategic plans completed for Human Resources must follow the organization's overallstrategic plan. A frm may have a wellcomposed HR
strategy, bt if no detailed plans existto implement it efectivly, the strategy becomes meaningless. In order for HR management to support
the future diection of an organization, strategic human resources plans should be developed ™ To ensure their efectiveness, all development
‘and training programs overseen by HR must be based on the strategic human resource plan. Managers should ensure that each component,
of training and development programs s consistent with organizational architecture, strategy, and goals.

Itis important that not only is  strategic plan formulated, but that the plan is also implemented. e

Five Aspects of Implementing Strategy

"Human resources from a srategic perspective include assessment of human capital and an sccouatabilty framework 22 The ive aspects of
implementing a humanresources strategy are strategic alignment, leadership and knowledge management, resultsoriented performance.
cultare, talent management, and accountabifty:

Strategic Alignment

Strategic alignment s the planning stage and ligns the strategies of the human resources function with the mission, goals, and objectives of
the organization. This alisnment is accomplished throtgh anslysis and measurement of HR programs.

Leadership and Knowledge Management

Leadership and knowledge management s the irst step in the implementation stage and ensures contimuity of leadership. A business
establishes continuity of leadership through the identification of potential gaps in leadership and addressing those gaps. The organization
then implements programs that capture organizational knowledge end promote learming.

Results-Ortented Performance Culture

‘The second part of the implementation stage s the promotion of a resalis-oriented performance culture. During this stage, an organization's
HR managers implement and maintain effective performance management systems end avard progrems to promote a diverse, high
‘performing workforce.

Tatent Management

‘The thisd step in the implementation stage s managing the organization's human resource talent In thi step, human resource managers
‘must address all gaps in competency that employees may have and implement and maintain programs to atiract, scquire, develop, promote,
‘and retain quality individuals.

Accountability

‘The fnal stage, evaluating results, contributes to the organization's performance by ensuring accouatability of Human Resource leaders. In
this stage, the organization monitors and evaluates policies, programs, and actvites. The company must also analyze compliznce with merit
systems and identify and monitor improvements during this stage.
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——— Objective of Human Resource Planning

The final objecive of human resource planning i to easur that an organization ha the necessary resoucces to produce  cerain amount of
products o srvice. In order o obtan the necessary resoutees, HR shonld conduct several activiiesprio to the employment process—
create  detaled job analyss, job description, and job specificaion for ach position withia the organization. ==

Job Anatysis

Job analysis is the process of pinpoiating duties of a position and explaining the significance of how those duties relate t0 a particular job. ™
‘While observations are made of  person performing a job, the analysis is of the specifications and description of the job, not the person. Job
‘analysis identifies the competencies of knowledge, skils, and abilites directly related to the performance of a specific job.
Tt is a systematic procedure for gathering, documenting and enalyzing information about the content, context, and requirements of
ajob..... A competency is a measurable pattern of knowledge, skill, abilities, behaviors and other characteristics that an.
individual needs in order to perform work roles or occupational function successfully >
Although a job analysis does not have to be completed each time a manager seeks to Al a job, constant orgenizational changes require thata.
job analysis should be conducted periodically for all jobs within the organization.

Job Description

Although some believe that job descriptions should be abalished, a job description is simply  general st of responsibifities and tasks of a
specific position. It contains information about the knowledge, training, education, and skills necessary for a particular job—a summary of
information collected in the job analyss phase. Wellcrafted, carefully-worded job descriptions prevent uanecessary misunderstandings by
easuring that job candidates and hiring managers understand the requirements for  job. Job descriptions also provide a basis from which to
determine whether a disabled applicant i otherwise qualiied for the job, and i 50, to assst in determining what accommodation the
‘applicant would require to be able to pecform the essential functions of the position.

Job Specification

A job specification describes the minimum characteristics and qualiications necessary to effctively pecform a job. Therefore, an applicant
‘st possess these qualiications to be considered for & job. Job specifications inelude critical expertise and proper education. Job
specifications should be specified as exact as possible to benefit managers during the interview process, thus voiding hiring over- or uader-

qualified candidates. ¥

CCURRENT ISSUES IN HUMAN RESOURCES

Managing Workforce Divrsisy

Characteristics,visibe o not, that distinguish one individual from another s referred to as diversty. These differences inciude age, gender,
race, ethnicity, relgion, sexal orientation, and disabilites. Diversityis one of the most important issues facing organizations today.
‘Managers must ensure that they are utiizing the skills of el employees and treating all employees with respect and professionalism.
‘Workplace diversity i about people—employees who bring differences to en organization. Diversity i about making differences _F42° 207
work to the benefit of all. Managers recognize that diversity s a resource that eahances performance within an organization ™

Biases based upon diversity can create disharmony in the workplace and serious legal issues, and managers should recognize that developing
awareness through diversity training will help to create a respectful workplace. Employees do not have to agree with the viewpoints or beliefs

of their coworkers, but a manager must ensure that a calture of respect must be evident throughout the organization. Understanding
discrimination laws and the importance of diversity will not oaly lover the risk of lawsnits but also create a healthy work eavironment for

a?

-
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‘Valuing diversity in the business world today means creating a workplace that respects differences, recogaizes individual contributions, and
reates & work environment that maximizes the potential of all employess. Teams made up of culturally diverse individuals yield more

creative, synergistic, and effective outcomes 2

‘Werkplace diversity focuses on how  diverse workforce can impact an organizatios’s profis and losses. Leveraging woriplace diversity is &
vital trategic resouree for competitive advantage. Organizations that link workplace diversity to stratesic goals and objectives are holding
‘managers accountable for resuts 2*

Sexual Harassment

‘Sexual harassment is a form o sex discrimination that violtes Tide VI ofthe Civil Righis Act o 1964, Unwelcome semual advasces,

cequests for sexual favors, and other verbal or physical conductof a sexual natuce coastitate sexual harassment. The folloving examles

clarify sexual harassment: 30

« Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment, also known as quid
pro quo.

« Submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such an individual

« Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating,
hostle, or offensive working environment.

Harassment can be subjective, where the victim perceives an abusive environment, or objective, where a reasonable person in similar

circomstances would percelve an abusive envirozment.

‘Secual arassment can occar even i the victim i 20t of the opposite sex The victm,as wel s the harasser, may be male or female and

‘victims can include anyone affected by the offensive conduct 3

‘Sexual harassment in the workplace presents a labilit for organizations as defense against legal action proves ifficult. When the harasser is

‘one in authority, the organization is liable for tangible employment action—unless the employer used reasonable care to prevent and correct.

‘harassment or the victim unreasonably failed to make a complaint under the employer’s preveation policy 32

‘When the harasser is a coworker, an employer must take immediate corrective action upon becoming aware of the harassment. If the

barasser s not an emplopee, iabily il sll b an issue i the employer knevor should have known ofthe condiuct and aled to take.

corrctive action.

o prevent sexaal barasment lablity, an osganization should develop a plicy profibitig sexual harassment,and the policy must Fage 05

define and explain zero tolerance for that type of conduct. All organizations should have a complaint procedure in place, and all

‘employees should acknowledge receipt and understanding of this policy:**

Hostile Work Environment

Ifan employes s on the receiving end of uaweleome comments or conduct based on legally protected characteristis that interfere with his
o her work performance, it may be considered a hostile work environment. The interference must be uareasonable and create an

intimidatiag or offensive work environment. This type of harassment can be committed by a supervisor, cowworker, or even a nom-employee.
‘The vietim of a hostile work environment complaint does not necessarily have to be the individual toward which the offender directs his o

her conduct. Whomever the harasser affects with negative conduct can be avictim 3

‘While 5o aws mandate that an employer be courteous, certain laws do protect employees from abuse aad a hostle work environment Like
Semal harassment, employers st establish a workplace that s fee of hostile condet.

A ostle work environment s a violation of cvil rights, and exists when en employee experiences workplace harassment that incfudes an
offensive, intimidating, or oppressive atmosphere, created by an individual i the workplace.

Many actions tend to create 2 hostile work environment, such as staring or leecing in a sexually suggestive manzer or behaviors that may be.
considered bullying. While not all inclusive, the following are examples that may create a sexually hostile eavironment-35
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+ Offensive remarks about body parts, clothes, looks etc.
+ Touching, patting, pinching, or intentional brushing

+ Sexual jokes or sexual gestures.

+ Sexual emails, letters, niotes, or images.

‘One should not assume that only actions of a sexual nature can create  hostle work eavironment Many non-sexual actions arise that may
also result in hostle environment harassment. These include the following 36

+ Racially derogatory words, phrases o epithets.

« Gestares, pictures, or drawings that depict & particular racial or ethaic group in an offensive manner.

+ Comments about skin color or other ethnic characteristics.

+ Offensive religious comments.

« Negative stereotype expressions.

+ Negative age comments.

1F an employer fais to take appropriate corrective action, or if it can be proven that an employer knew or should have known about an
incideat of harassment, then the employer is Hable. Title VII probibits retaliation against an employee who makes a complaint of harassment
or supports the claim of another employee. Retaliation can include dismissal, transfer, demotion, or negative evaluation ¥ TPage 205

CCAREER MANAGEMENT

Ia the early stages of a career,individuals should place themselves aear or in situations with colleagues and supervisors whom they want to
emuiate. For example, ons place 1o gain experience and network is volunteering on company projects, such as the newsletter or volunteer
activies external to the organization. Volunteering brings one in contact with individuals from alllevels and departments withia the
organization and provides exposure throughout the organization.

Other areas of career management that tend to get overlooked include dress cods and punctualit. Employees need to dress appropriate to
the part and rank towards which they aspire. If an employes works o the manufacturiag line but wishes to one day be the line manager, then,
e or she must Iearn the policies and procedures, and also needs to se themselves apart from the others i the group: show up for work 2
fow minutes ahead of schedule and report back early after lunch. An employee might consider volunteering to stay late to meet the project
deadline or offer to learn skils which are needd by the organization.

I an offce environment, the principles of career management are the same as those on the manufacturing line. Two deadlines that are
carelesly overlooked in an offce environment include responding to emails and voicemails. One should respond to emails and voicemails
‘promptiy, because lack of esponse sends a negative message regarding work ethi.

Mentors are a ey to career management. Whether one has been in the workforce for two days or twenty years, he or she should seeka
‘mentor. Meators are individuals that provide career guidance, advice, help with obstactes along the way end can explain offce culture and
‘politics o give insight ito how to malke a presentation to different managers within the organization. Good mentors will rovide sound
cateer advice, serve as a sounding board, and can also offer feedback.

Koinonia, a word found in the Bible, can be interpreted as fellowship, sharing and participation, and is a term that has recently been
conaected to mentoring efforts within organizations % A new employes is deliberately matched with  high performing employee with the
intent that the two vl form a positive relationship. The rofe of the seasoned employes i to provide guidance regarding the organization's
cultute, encouragement and ensure that the new employee is able o successfully assimilte.
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Career Paths “

‘When an employee transfers from one position to another within the company, three different types of career paths are available: inear,
spiral and steadystate ¥

Linear

In  finear career path,the employee progesses up though an organizaton's ierarchy; generally n oae fanctional area, such as marketing or
fnance. One who follows a linear career path will move up within the organization by taking on more responsibility and expanding his o her
il in 2 seris ofjobs. The employee on this tack may do so at one organization or change companies during the career climb. page 210

Spiral

Ta a spital career path, upwardly mobile employees will often startin one position, such as an electrical engineer, become an engineering
gex,transition to director of Human Resources pls ‘and wind up in recruiting. Each of the different jobs held by one in a spiral
cateer path will build on the previous jobs and provide a broad base of experience.

Steady-State

‘When an individual chooses a career as a ifstime profession, he or she follows the steady'state career path. This type of career is common,
with individuals practicing professions such as a physician or minister

Job Hunting

‘Whether one is competing for a promotion within an organization or looking for & job in the marketplace, optimal selFpresentation s criical
for success. Job applicants are removed from consideration thronghout all of the stages of the recruitment/interview process. Saralh
Needleman has gathered input from varions recruiters and developed a st of things that every job hunter should know:#0

1. Be concise when answering interview questions. A candidate can talk: himself or herself out of a job by giving long winded answers to
interview questions. A candidate should practice answering common interview questions. Itis a balancing act to provide the interviever
with enough information to make a decision, but 5ot so zmuch that they can find something wrong with the answers.

2 Résumés should be free of allfactual discrepancies. Any falifications—such as academic record of avasds—villimmediately disqualify &
candidate. Even a simple error, such as noting that a Bachelor of Arts was earned instead of the actual degree of a Bachelor of Science.
‘may have recruiters questioning a résumé.

3. Candidates must exhibit strong communication skils during an interview A candidate shows strong communication skils by maling eye
contact, speaking with confidence, and using complete sentences and thoughts, without excessive slang or verbal crutches.

4.1f communicating with a recruiter via email use plain fonts, n0 background wallpaper and chect: spelling, punctuation, and grammar
prior to sending. Be sure that a personalized email account is appropriate—sleszeirl® might not get the wanted tesposse. I using a csll
‘phone as a contact mumber, be sure the voicemail message i appropriate and professional 1

5. Present an ai of professionalism and remenber that a candidate may be assessed from the time they enter the parking lot. Howa
‘candidate treats the organization’s receptionist may be considered just as important as credentials or responses to questions during the
interview:. Candidates should set rid of gam and be aware of habits—uch as foot tapping or hais tvidling—and isten to morm's advice aad
stand up straight.

6. Recruiters do not want candidates who act aonchalaat during an interview: Genuine enthusiasm, energy; and passion, regarding both
‘previous accomplishments and the opportunity available in the position for which the candidate is interviewing, should be displayed
during the interview process.

7. A candidate must have a professional appearance—in both dress and demeanor. Clothing should not be outdated and special
attention should be given o the entire outft Polish shoes, iron the wrinkles, and wear a minimum amount of jevelry:

. Finall, be cautious about personal information that s available on blogs or other places on the web. Recruiters regularly use Google and.
other search engines to check on candidates. According to a survey of 102 executive recruiters 75 percent of recruiters use search engines.
to uncover information about candidates, and 26 percent of recruiters have eliminated candidates because of information found oaline 2

Fage2il
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Pae 153

The Functions of Human Resource
Management

B
IMPORTANCE OF HUMAN RESOURCE MANAGEMENT

‘Human resources management i the overarching admiaistration of a Human Resources (HR) department HR is responsible for advising
the leadership of an organization in

« which methods will be most effective t0 recruit new employess.

« oversight of the hiring process

« the types of traning and development programs to offer and on whom the programs within the organization should focus.

« oversight of benefits the organization offes to employess, employe records, and personnel policies.

Ia farge organizations, a dedicated department will handie these issues; bt in a small organization, it could be one person who does the
tasks in addition to other job duties. Regasdless of whether there i a formal HR department, al mansgers in an orpanization participate in
the responsibilites required in recruiting, hiring, raining, developing and fiing employes.

HR managers spend time planning for stafing of the organization. The first acivity, the planning process, consists of aligniag the human
sesousce strategic goals with the orgenization's strategic goals. The planning process will ensure that ll activiies in which HR engages meet
the strategic, tactical and organizational goals of the overall organization. The planning process includes assessment of jobs vithin the
organization—job analysis, job description, and job specification—snd planning for future human resource needs.

‘When an organization’s leaders determine staffing needs, HR will work towads recruiting a pool of good candidates forthe position.
Applications and resumes will be reviewed and interviens held before hiring a candidate who has the desired skils and abilites, and is &
‘200d fitfor the organization. Hiring the best candidate who i also a good fit or the organization is crucial for the success of an
organization, because a poor hiring decision will have repercussions across the entire organization. The employment process ivolves several
steps: recruitment, election, orieatation, training, performance management, compensation, and beneAis

L ———————
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Recruttment

‘Recruitment is the firststep in the hiring process and is the practice of building a pool of qualified job candidates. Recruitment  page 155

requires the following! I

1. Identification of the abilities needed to perform the job successfully. If one has not already been done, then a job analysis should be
performed to determine thejob deseription aad job specifications particular to & posiion.

2. Determination of how the job will be advertised to ensure that the applicant pool includes those who qualified for, and can become
candidates for, th positon.

3. Ensuring that the advertising and applicant pool meets the organization’s equal employment opportunity commitment.

Recruitment efforts can focus on a variety of methods that promote openings within an organization to qualified applicants. One method of

recruitment is for HR personnel to announce openings to current employees. Internal recruiting is done by posting an upcoming job opening

‘on bulletin boards, in newsletters, on electronic message boards, or casually through word of mouth. Another method of recruitment is to

focus on the external environment and obtain referrls from current employees, advertise in print, on the adio, of online. Recruitment is a0

important responsibility of HIR managers and finding qualified and motivated employees is one their biggest challenges.

Interna Recrutting

‘Those who are nterested in, end qualifiedfor, an internally posted position, whtheritis a lateral o upward move, areinvited o apply for

the positon. Benefits to interaal recruiing are as ollows:

- Allows cusrent employess the opportasity o grow i thei careers withia the organization.

+ The applicant already knows the organization and is policis.

+ The applicast is  known entity whose work habits and abliies are documented.

+ Tnternal recruiting is cheaper than external recruiting: the candidate can usually begin in their new position sooner than en external
cecauit

Disadvaatages to internal recruting also exist:

- By posting thejob internally, there i the potential that none of the applicants that apply qualify, which opeas the potental for a diffcult
work envizozment.

+ Employees may expect that promotions or lateral moves arc based upon longevity rather then merit

+ Poteatialy, an internal job posting could be written with a specific individual in mind, blocking out other qualified candidates.

External Recruiting
Ifsecruiters determine that none of the internal candidates qualify for the position, the job then may be posted externally. Companies have
the ability to reach different target mackets, based upon vhere the job advertisement is posted. External recruiting also allows curreat
employees o refer acquaintances. The following reveals the benefis of external recruiting.

+ External recruits bring new ideas to the organization.

+ The person hired can already have the specialized skills and abiltis required for the position.

External recruitng also hasits disadvantages: o

+ May leave current employees fesling neglected and overlooked. encouraging the current employees to begin to look elsewhere
for employment, due to real o perceived ack of career ot

+ The applicant’ true work ethic s en unknown.

+ The recruitment process is more expeasive and tafes longer.

At times, internal and external recruiting occurs simultancously, but when choosing to use internal or external recruiting as @ meass of flling

a position, one should understand the advantages and disadvantages of the recruiting plan chosen. The skills required for a job and is level
within the organization will determine the most appropriate sources to utiize in a search for applicants.

“
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Setection
‘Selection is the process of screening applicants to determine the best candidate for a position. Several common sereening methods exist

Application Forms & Résumes
Application forms & résumés provide backeround information about the applicant’s education, work history, and certifications.
Unfortunately, studies report that 44 perceat of all ésumés contain some fies.? Therefore, eview o the application and résume is only the
fiest step i the screening process. Some very high proile people have been caught Iying on their resumes.
Notze Dame football coach, Georse O'Leary, claimed that he had a masters degree and carned three letters by playing college
Sootball. O'Leary resigned when it was iscovered he had aeither played footballnor earned a graduate degree.
Chief Financial Offcer of Veritas software, Kenneth Lonchar, claimed he had earned an MBA. Lonchar resigned and Veritas
stock prices fll 16%.
Falsification of information on a resume can not only lead to embarrassment, but could also be detrimentl to an organization.
[When Hatteras Hammocks] ... abroptly lost its controller, Executive vice president Jay Branch interviewed several candidates.
for the position, but one man distinguished himself fom the others. Recommendd by someone Branch knew, the candidate came
with & great resume—B.A. in accounting, MB.A. from Indiana University, CPA, and several years as coniroller at a big local
corporation. The followiag March, Branch hired himm afte a quick cal to the previous employer. Afte a few moaths it became.
Gbvions that the new controller coulda't do the job, and by October Branch had fired him His replacement quickly saw something.
‘wrong with the company's books. The man with the fancy resame had embezzled $60,000. A quick backeround check turned up
20 record of either of his degrees or his CPA credentials. The police arrested him and he confessed. . Branch, who saw his own
‘name forged on several checks, says, “The whole episode taught me the necessity of checking thoroughly, no matter how good a
secommendation s

Careful serutiny and confirmation of facts presented on the application and résumé must be completed pror toany job offers. e

Abiltty Tests

Abilty tests should be based upon a thorough job anslysis end measure an applicent's physical, mechanical, mental, or clerical abilies. The
tests must accuratey reflect a position's requirements to be considered a valid and relisble screening tool. Abiity tests are easy to administer
during a job interview: Applicants can be asked to manipulate data in an Excel fil, write 2 simple code, or perform some other task thatis
‘part ofthe normal job duties in the position for which the applicant s interviewiag.

Performance Tests

Performance tests are used to evaluate performance on specific tasks that will be carried out on the job. Applicants for a managerial position
‘may be asked to participate in different role-playing scenarios. Those applicants are then assessed according to thei actions during the.

Personality Tests

Personality tests measuce an individuals characterisics, such as degree of extroversion, autoniomy, energy, and the need for achievement
‘Personality tests may provide insight into personality traits that would be an advantage in certain positions, such as extroversion for a
customer service representative or a high level of creatvity for an advertising position. Most organizations use personaliy tests with caution.

‘because of the challenge of defending such tests in court 5

The Inerview Process

Although widely debated as to its effectiveness, the interview is universally utilized in the application process ® Effective interview questions.

‘should focus on the applicant’s job qualifications and abilities. During an interview there are many questions that cannot be legally asked, so

‘2 manager must be sure to avoid those questions and topics. The following topics chould not be discussed during an interview:”

+ Chiléren. Whether the intervievee cassently s or plans o have childcen or i the person has arrangements for child care casaot be
asked. Such questions single out a particular group and are disallowed by Title VII of the Civil Rights Act of 1964.

- Age a inerviewer canzot ak an applicant's age—ven asking a high scho sraduation date may be shaky because The Age
Disceimination in Employment Act outlaws discrimination of aayone older than forty.
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n eonpoyer is impressed vith a applicant’s esumne and contacts the individual o come in foren nterview: The applicant, who

is deaf, requests a sign language interpreter for the interview. The employer cancels the interview and refuses to consider this.

applicant further because she believes the organization would have to hire a full-time interpreter. The employer has violated the

‘Americans with Disabilities Act. The employer should have proceeded with the interview, using a sign language interpreter

(bseat unde hardship), and atthe interview inired o what xtent the individua voruld peed a ign anguage interpreter to

‘perform any essential functions requiring commusication with other people.”

he Intersiew (Behavioral and Situationa)
aterviews should be designed 5o that each applicant i asked the same or very similar questions and ask also questions that are behavioral
ad/or situational in focus. Allstructured interviews should have the following characterisics:

. The questions must be job related and based on a job analysis.

. Each applicant s asked the same questions (however, based upon the applicant’s response different follow-up questions can be asked).
. There i a standard scoring system used to score the applicant’s answers to the questions. 0

ehavioral interview questions focus on behaviors exhibited by the interviewee in the past. The questions are structured, opervended, and

scus on abliies needed in the position for which the applicant i interviewing and ask the applicant totel of past experiences.  “page 107
he following questions e the types that could be asked during 2 behaviora interview E—

. Tell us about a time in the past year whe you had to deal with a cifficult team member and describe what you did.
. Give us an example of a time when you used your customer philosophy to deal with a perplexiag problem 11
ituational interview questions focus o bypothetical situations. While the questions are sil structured, open ended, and focus on abifiies

eeded in the position, @ sitzationsl question villask the interviewvee how they would handle a certain sitaation. Questions that could be
sked during a situational interview are as folows:

. A customeris angry because the store is out of @ product that was advertised for sale. How would you handle the situation”
. You are having difficulties with a cowworker and believe that they are telling your manager untruths about your work. What would you do?
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Empioyee Seiection

‘Successful selection of an employee with the right skills, knowledge and attitude depends upon seven steps:12

1 Kaow the exact job specification, including dailyinteraction, interpersonal skils and levels of commitment to the organization and
experience.

2. Understand what personal characteristics are required.

3. Ideatify the best recruiting source fo the vacant position

4 Assess quaities, such as techaical sills, academmic requirements, business knowledge,ete.

5. Chec applicant’ credentials and employment eferences.

6. Determine applicants expertise.

7 Put together information about the top three candidates and decide which 0ne i the best match for the organization.

Hiring good employees who are qualified for the jobs they fill will have a significant positive impact on an organization. When the selection
‘rocess is completed and an individual is offered and accepts a position, the next step i the orientation process.

Ortentation

Orientation is not *just introducing a worker to a new job. I’ acclimating him or her to a whole new culture *13 Well developed orientation
‘programs provide the facts concerning pay and benefits, but also work 1o reduce the aniety associated with beginning a positon with a new.
organization by helping new employees understand the organization's calture and values.

Most liely; 2 new employee willalready be somewhat familiar with the organization. The company should provide employee manuals and.
‘poliies prior to orientation 5o that during the orientation, the employee can become acquainted with the organizational chart and learn how,
the organization functions. Personal introductions and a tour of the department or working area are also important during the orientation to
‘build the confidence of the new employee.

Mesting coworkers is an important part of the orientation process, and Persistence Software has a creative way to get a new employes

introduced: Faze200
[Blagels and bran muffns are the answer. On mornings when someone new joins the 110-person company, a tray of breadast

Sood is placed strategically near his or her desk. An emai invites everyone to come and meet the new colleague. CEO

Christopher Keene explains, “If you just send out an E-mail announciag a new hire, it doesn't help the new person meet anybods,

and tha's eally the tough part "—hereas bagels draw coworkers o the new hire's deck. “Everybody tz00ps by;” Keene says. “And.

they'te guited into introducing themselves.”™

Training

‘Employee training i an important function of an effecive human resources department Training is a process thatis intended to equip
employees with specific skils and increase the quality of performance in their curreat jobs. Training is an essential process in improving.
‘productvity and providing the best services. The two types of treining organizations commonly utiize are onthejob training and offthejob
training.

Onthejob taining (OVT) is condacted at the employee’s worksite end normally moritored by a supervisor o senior emplopee. This type of
training i especially effectve in increasing skils unique to ajob and may include activiies that will develop the siills of employees. Onthe-
job training inclades serving a5 an assistant to an experienced vorker and lateral transfe into a position, which supplements an emploges’s
current skils and coaching. Although OJT may sound ideal, some disadvantages do exist The firt of which is the implicit cost of such &
training program, as the enerey and time speat by the trsiner could have been used to perform “real” work 'S However, since this cost occus.
i the early training stage, the result o the training should lead to higher productivity and thus pay offin the long run.

Ofithejob training incudes classroom training with live instructoss, onfine videos, or workbooks. OfFfsite traning provides the advantage of
& “distraction free” environment, which promotes creativiy and learning. The disadvantages of ofithejob training are that it keeps the
employee away from their job and may invoive travel expenses.
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Employee Development

Development i educating employees 5o that they are prepared for their fature within the organization. Certification agencies require that
‘many professions, such as accountants, and HR professionals, continue to learn through professional development couses, as professional
sils snust be constantly updated and upgraded. Most business leaders agres that the success and growth of an organization is closely related.
o the successful development of employess withia the organization.

Efforts should be made to provide the knowledse, tools and resources nscessary 1o support employees and thei career goals. Organizations

should insttute a variety of courses that develop management and techaical siills for workers at all levels. Such courses are importast, aot
enly to those employees who have an interest in upwward mobilty, but also to increase job satisfaction.

Performance Management

Performance management is the process of identifying, measuring, and managing employee performance. Performance appraisals and

feedback are important in Human Resources Management because they provide managers with important information to make decisions.

about pay rases, boruses, promoicns, o f an empleyee i not meeting minimum performance requirements Performance  page 01

‘appraisals also help managers determine which workers are candidates for training The information provided during a —

performance appraisal helps an employee understand how he or she is doing in relation to objective standards of performance. The

information also helps the supervisor determine what training or development the employee may need. For those employees who are.

‘working at levels below acceptable standards, supervisors should counsel employees in ways to improve performance. Performance feedback.

‘can lead to high levels of employee motivation because it provides employees with detailed information about their strengths, weaknesses,

20d waysto improvethei peformance in the future, The falowiag poiets stat a fe guidefins for efectiv performance feedback:

1. An asssement should be writen using specifc language. The assessneat of o peforeaance should be stated cleay and sceinedy and
Supported with facts and exazples. One st be e to focus om bebavios, 3ot o opiaions.

2 Petormasce saps hould be addeessed The difference betveea th expected level of pecforamance aad the actual el of perormasce.
One must be sure to include the salient issue—what has occurred and what is expected 16

3. Feedback given during a performance appraisal, whether positive or negative, should never be a surprise to the receiving employee. The
‘official feedback should only be confirmation of what the employee has already received through oral or written methods—from his of her
supervsor

Compensation and Benefis

‘Employes compensation has three elements: base compensation, pay incentives, and benefits These three items consttute a remuneration.
‘package that the employee obtaias for his or her labor. Pay and benefits are the most significant costin most organizations. When pursuing a
‘compeitive edge, the effectivensss with which compensation is allocated greatly impacts the organizations and its employees. Compensation

affcts an individual economicals sociologieally, and psychologicaly ¥ Mishandling compensation issues could have a stcong negative
impact on employees, and ultimately, on the orgenization's performance.
Reasonsbi pay systems allow an orgasization to attract maintain, and motivate employees, while controling labor costs. Many factors
influence the fevels of compensation and benefits offered by an organization. Those factors are found both internal and external o the
organization end includer!®
+ Organizationalfactor.

Size of the company

Kind of business,

Industey

‘Profitabilty of the compay

‘Whether or not the company is labor o capital intensive.




